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We are an FDLP Library (05684) and a2 South
Carolina State Depository. In addition to our
depository statuses we are also a Department of
Energy Reading Room in which we have a collection
of CDs and DVDs which contains reports, memos
letters and other documents related to the work at the
Savannah River Nuclear Site. Also included in the
department are books which not depository materials
but are government related publications.

Hours 8 am - 5 pm

Librarian hours 8:30 am - 500 pm (variations include
avening and Sunday hours during Fall and Spring
semesters)

Government Documents Assistant 8 am- 4 30 pm

Library Staff

We are a member of the Federal Depository Library
Program #0568A As a member we are a selective
depository with a selection rate of appraximately 16%
The publications received from the Government
Publishing Office are divided into a drculating and
reference collection The department also
contains"Special Collections” which are publications
purchased from other sources and are not
government produced pubdications but have
information related to the government and its
institutions. As a Federal Depository Library we are
mandated to follow all requirements as set forth in the
Legal Requirements and Program Regulations of the
Federal Depository Library Program A print copy of the
requirements s available in the Government
Document Librarian's Office

All documents from GPO are required to be cataloged
If current holdings are available in Millenium
Cataloging the government documents will catalog the
items otherwise the items will need to be sent
Columbia for cataloging via the courier See
instructions for Courier shipments
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Government Documents Processing
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PROCESSING FEDERAL DOCUMENTS Log Ins

Governmant Assistant/Student Assistant SITE USER Name PASSWORD
FDLP

When Federal Documents armive, using a parmanent marker label the date of arrival if the documents. After opening the

bow/envelope find the shipping list for each item in the box. Highlight each item received on the shipping list
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Insert Blue U.S. Documents Processing Slip into or attach with paper dip to each document
Documents should be processed within 2 weeks of amival. The following items are needed for processing

= Shipping List
» Date Stamp
» Barcodes

= Security tag

Public computer keyboard and mouse and stored in
fibrarian's office



The U.S. Document Processing slip needs to be completed as in the example. From the Shipping List write the title.
SuDoc number, Shipping list number and Shipping Date. The B number will be entered by the librarian.

Date is the date processed
Title Page processing

« On the title page stamp the date item was received.
« |f the librarian has provided the b number write it in pencil in the top left corner
« Write the call number in pencil in the top right comer (see instructions for spine label processing)

Final Processing

« Attach barcode to inside back cover centered near top edge
« Attach security tag onto a blank area of a page inside the document. If no area is available attach to the fly leaf or
back inside cover.

Cataloging

« Once processing has been completed. All FDLP items must be added to the catalog.

« Search the catalog by SuDoc number, if the item has not yet been cataloged in Millenium ship the item via courier
to Thomas Cooper Library. Prior to shipping, property stamp or place other identifying label to the item and make
note on the processing slip that the item is being shipped to Columbia. If a record has already been added to the
catalog add an item record according to instructions provided by the Thomas Cooper Cataloging Dept.
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Retroactive Cataloging Project

Approximately in 1999 Federal Documents were no SOUth Car OI Ina

longer cataloged and put in an Access Database. Documen tS
When the FDLP Legal Requirements were revised in

2012, full cataloging was required of all govemment
documents. It was determined in order to comply with
the new regulations it was necessary to identify items
which have not been cataloged. As we went through
the federal documents, we discarded outdated and
obsolete materials according to to the revised
requirements. ltems already cataloged were marked
with small pink dot near the top edge of the spine.
Once the cataloging is complete, a report will need to
be run to determine the actual size of the collection.

At this time South Carolina Documents are not being
cataloged. As with the federal documents cataloging
of these items was discontinued in favor of an
electronic shelf list. Since getting federal documents
cataloged was high priority due to legal requirements
as an FDLP it was determined that cataloging South
Carolina Documents would have to wait until the
federal documents project was completed.
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Shelving ltems.
Stacks- The collection is divided into several categorias

+ Federal Reference Documents (non-circulating)

« Federal Circulating Documents

= SC Documents (may be checked out with the approval of the Government Information Librarian)

« Special Collections a combination of Federal and State resources which are privately published and distributed.
« Department of Energy Reading Room Documents

« Muclear Energy Publications and other publications related to the history of the Savannah River Site

Maps Case:

« Assorted USGS maps
« PREX maps

« SC maps

+ Assorted Posters

Filing Cabinets®
Black Cabinets:

« Federal and SC Electronic Media (CDs and DVDs)
s Loose leaf Documents

« Federal Pamphlets
Beige Cabinets:
« DOE Electronic Media
* These cabinels are kepl locked except when in use. Keys are in the Government Information Libarian's Office




